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	Service Center Daily Sales Report Policy
Owner/ Department: IBU - BAH, Service Center



	Brief
	SMSA reports actual Service Center sales revenue every day.

	Purpose
	SMSA uses the Service Center daily sales reports to compare actual volumes, weights and revenue to the business plan. It also provides historical information for future planning. 

The RDSR is used to report the total volume, weight and revenue by product to cross-tally the revenue with the actual deposited revenues.

	Responsibilities
	Service Center Executive(s) in the same shift is/are responsible to prepare a daily sales report. 

Service Center Supervisor(s) gather the Service Centers RDSRs and prepares consolidate cash report to be send to the Finance on monthly basis. 

A weekly report should be submitted to the Sales Manager

	Guidelines


	The RDSR is used to report the actual revenues, volumes and weights through SMSA system. 

Service Centers provide the following information in daily basis by Service Center by product: 

1. Revenue

2. Volume

3. Weight

RDSR may send by email, or SMSA official intranet, or COMAT. 

Procedure 

Service Center Executive: 

1. Identify whether the shipment is domestic or international. 

2. Identify the service used. 

3. Enter the following by product: 

· Revenue

· Volume

· Weight

4. Type full name, employee number, Service Center name, shift description, and date. 

5. Send the report to the direct Supervisor. 
6. Keep copy in RDSR file.
Service Center Supervisor: 

1. Ensure all Service Centers under his direct supervision send the RDSR in daily basis. 

2. Send RDSRs report to Finance on monthly basis. 

3. Send RDSR to the Sales Manager on a weekly basis and GCM on monthly basis. 
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